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Appointment Change Action After In-Training Appointment PA40 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

4/5/2005 Chylynn Hansel Document Draft 

4/7/2005 Teresa Dillon SME Review 

4/15/2005 Chylynn Hansel Revision Draft 

4/18/2005 Teresa Dillon SME Review 

4/29/2005 Chylynn Hansel Edits 

4/29/2005 Teresa Dillon SME Review 

6/28/2005  Agency Review 

7/8/05 Peggy Graves Internal Review 

7/8/05 Chylynn Hansel Edits 

7/8/05 Peggy Graves Internal Review 

4/20/06 Chylynn Hansel Edits/Change Name 
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Purpose 

Use this procedure to complete an appointment change after an In-training Probationary or 
In-training Trial Service Appointment has been successful. 

Trigger 

Perform this procedure when an employee completes his or her In-training Appointment or 
completes a level in a multiple level In-training Appointment. 

Prerequisites 

 Employee‟s In-Training Probationary Appointment has been successfully completed and the 
employee status has been updated to permanent. (See procedure Update Employee 
Status to Permanent at Completion of an In-training Appointment.) 

Menu Path 

Human Resources  Personnel Management  Administration  HR Master Data 
Personnel Actions 

Transaction Code 

PA40 

Helpful Hints 

The system may display three types of messages at various points in the process. The 
messages you see may differ from those shown on screen shots in this procedure. The types 
of messages and responses are shown below: 

Message Type Description 

Error 

 

Example:  Make an entry in all required fields. 

Action: Fix the problem(s) and then click  (Enter) to proceed. 

Warning 

 

Example:  Record valid from xx/xx/xxxx to 12/31/9999 delimited at end. 

Action: If an action is required, perform the action. Otherwise, click  

 (Enter) to proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 

 

Related Procedure: 

Change of Status at Completion of In-training Appointment 
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Procedure 

1. Start the transaction using the above menu path or transaction code PA40. 

Personnel Actions 

 

2. Complete the following fields: 

Field Name R/O/C Description 

Personnel no. R The employee‟s unique identifying number. 

Example:  20000381 

From R The start date of a record. 

Example: 2/1/2005 

3. Select the gray box to the left of  to select. 

4. Click  (Execute) to execute a process or action. 
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5. Perform one of the following: 

If Perform 

Role is Personnel Administration Processor Steps 6 – 29 

Role is Payroll Processor Steps 30 -37 

 

Copy Actions (0000) 

 

 

6. Complete the following field: 

Field Name R/O/C Description 

Reason for Action R The reason that an action has been performed. 

Example: Complete In-Training Series 

 

7. In the reason for action field, click  (Matchcode) to open the selection list. 
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Reason for Action (2)  46 Entries Found 

 

 

8. Perform one of the following: 

If Then 

In-Training Appointment is Complete Click 11- Complete In-Training Level 
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If Then 

In-Training Appointment has multiple levels Click 12 -  Complete In-Training Level 

 

9. Click  (Continue) to accept. 

Copy Actions (0000) 

 

 

10. Click  (Enter) to validate the information. 

11. Click  (Save) to save. 
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Copy Organizational Assignment (0001) 

 

12. Perform one of the following: 

If Then 

The In-Training plan has multiple levels In the Contract field, click InTrng/Trl Srv from 
the drop-down list. 

The employee successfully completed the In-
Training Appointment 

In the Contract field, click Trial Service from 
the drop-down list  

13. Click  (Enter) to validate the information. 

14. Click  (Save) to save. 
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Change Contract Elements (0016) 

 

15. Click  (Enter) to validate the information. 

 The Probationary period field is also used for the Trial Service period. Verify that the 
value matches the Trial Service period. 

16. Click  (Save) to save. 
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Create Planned Working Time (0007) 

 

17. Click  (Enter) to validate the information. 

18. Click  (Save) to save. 
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Copy Date Specifications (0041) 

 

19. Complete the following fields: 

Field Name R/O/C Description 

02 Appointment Date R The Appointment Date for the employee. 

Example: 02/01/2005 

20. Click  (Enter) to validate the information. 

21. Click  (Save) to save. 
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Create Basic Pay (0008) 

 

22. Complete the following field: 

Field Name R/O/C Description 

Reason R The reason for the appointment. 

Example: 20 Appointment Change 

23. In the Reason field, click  (Matchcode) to open the selection list. 
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Reason for Changing Master Data (2)  22 Entries Found 

 

24. Click  (Reason text). 

25. Click  (Continue) to accept. 
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Create Basic Pay (0008) 

 

 

 

26. Complete the following field: 

Field Name R/O/C Description 

Next increase R The date of the next pay increase. 

Example: 8/1/2005 

PS group R The salary range of the employee. 

Example:  40 

Level R The step within a salary range for compensation. 

Example:  A 

27. Click  (Continue) to validate the information. 
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Create Basic Pay (0008) 

 

 

28. Click  (Enter) to validate the information. 

29. Click  (Save) to save. 

 The Personnel Administration Processor notify the Organizational Management 
Processor to update the job key to the appropriate job class. This will mark the end of 

Completing Appointment Change after In-Training Appointment. After saving, click  
(Exit) to exit the action and inform the Payroll Processor who will complete the action. 
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Copy Actions 

 

 

30. Click . 

31. An information pop up box will appear informing you that “This entry will delete a record.”  Click 

 (Enter) to continue. 

32. An Execute info group pop up box will appear informing you that “Warning: Personnel action 

infotype not saved with „execute info group‟ function!  Click . 

 The Personnel Processor has already saved this infotype so it is ok to continue. 

33. Click  (Next Record) until you reach Copy Add.Withh.Info.US (0234). 
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Copy Add. Withh. Info. US (0234) 

 

 Update infotype if necessary. 

34. Click  (Enter) to validate the information. 

35. Click  (Save) to save. 
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Create General Benefits Information (0171) 

 

36. Click  (Cancel) to return to Personnel Actions PA40. 

37. You have completed this transaction. 

Result 

You have completed an appointment change after an In-Training Appointment. 


